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Abel,  Eugene  f.,  Mr.  Publisher, 
Here's  a  New  Market,  N  7 
Accounting  awards  and  grants, 

O  57 

Accrediting  Commission  for  Busi¬ 
ness  Schools  (ACBS) — Members 
and  Supporters  rosters,  N  30, 
31 

Activities  to  add  interest; 

Assembly  programs,  D  6,  F  5, 
Ap  6;  Audience-participation 
quizzes.  My  21;  Clubs,  O  26, 
My  21;  100  Woys  to  Enliven 
Typing,  Shorthand  Classes,  D  20; 
Shorthand  and  Spelling  contests, 

F  23;  Visits  to  local  businesses, 

O  8,  0  14,  16,  F  23 
Administration  council,  Ja  43 
Administrator's  Role,  The,  in  the 
business  teacher  shortage,  Jn  32 
Adult  education,  0  S7,  D  45,  My  S 
Advisory  Council  on  Business 
Education,  My  49,  5S 
Allen,  H.  M.,  Progressive  Short¬ 
hand  Speed  Tests,  S  33,  O  42, 

N  36,  D  34,  F  40,  Mr  40,  Ap  42, 
My  37 

American  education  and  commu¬ 
nism,  D  43 

American  Education  Week  octivi- 
ties,  N  13 

Anderson,  Jean,  A  Bird  in  Hand, 

N  46 

Anderson,  Margaret  C.,  Use  of 
the  Libre  ry;  A  Unit  tor  Busi¬ 
ness  StuCents,  Ap  35 
Andrews,  Margaret  £.,  Minne¬ 
apolis  Follows  Up  Business 
Graduates,  Ja  14 

Arithmetic,  see  Business  Arithme¬ 
tic 

Around  the  World  in  My  Posture 
Chair,  O  48 
Attitudes,  F  30,  My  19 
Audio-visual  aids.  My  49 
Automated  equipment  and  proc¬ 
esses:  Electronic  data  process¬ 
ing  mochines  at  Wharton 
School,  S  53;  What  You  Should 
Know  about  Integrated  Data 
Processing,  Mr  26 
Automation,  S  53;  O  53;  N  50; 
D  45,  46,  Ja  12,  47;  Mr  26; 
Ap  so,  Jn  51 

Awards  for  business  educators, 
S  so,  51,  55;  O  59;  N  52,  53; 
Ja  45;  F  49,  50;  Mr  55;  Ap  50, 
55;  Jn  47,  49 

Awards  for  students,  O  59;  Ja 
41;  F  21,  25,  Jn  50 

Baldwin,  Leland  P.,  Try  Borrowing 
a  Few  Techniques  from  Jazz, 
O  36 

Baltor,  Nathan,  Nobody  Could 
Have  Told  You  ...  F  36 
Banking,  O  10 

Barbour,  Edna  H.,  Hold  Beginning 
Teachers,  Jn  38 

Basic  Business  Course,  Evaluating, 
5  18 

Be  file-Wise,  D  40 
Be  Habitually  Neat,  N  44 
Be  Ready  for  the  Job  You  Want, 
F  35 

Beede,  Ruth  C.,  Secretarial-Train¬ 
ing  Bulletin  Boards,  F  20,  My  18 
Berns,  Sylvia  A.,  More  Enthusiasm 
Means  More  Business-School 
Diplomas,  F  22 

Bibliography  of  books  and  mate¬ 
rials  on  Economics,  5  43;  on 
Junior-High  Typewriting,  O  29 
Big  Scoop,  The,  Ja  37 
Bird  in  Hand,  A,  N  46 
Blanchard,  Clyde  I.,  How  to  Drill 
on  Double  Letters,  F  26 
Boman,  Clara,  and  Weitz,  Audrey 
A.,  We're  Salving  the  Problem 
of  Dropouts,  D  19 


Bookkeeping: 

Classroom  Management,  5  13 

Evaluative  Criteria,  5  18 
Getting  the  Term  Under  Way, 

5  14 

How  to  Organize  and  Conduct 
Your  Class,  5  13,  O  22,  N  22, 

D  26,  Ja  30 

Setting  Up  a  Testing  Program, 
Ja  30 

Teaching  methods,  N  51 
Teaching  Aids,  N  39,  Ap  41,  My 

43 

Tests,  Jo  18,  My  30 
They  Learned  Bookkeeping  the 
"Easy  Woy,"  Mr  20 
Train  Your  Students  to  Find 
Their  Own  Errors,  F  30 
Using  the  Chalkboord  Effec¬ 
tively  N  22 

Using  Your  Class  Time  Effec¬ 
tively,  D  26 

We  "Pay"  Bookkeeping  Stu¬ 
dents  to  Attend  Class,  F  24 
What  about  Homework?  O  22, 

D  2 

Bookkeeping  Classroom  Manage¬ 
ment,  5  13,  O  22,  N  22,  D  26, 
Ja  30 

Bookkeeping  course.  Evaluating, 

5  18 

Brendel,  LeRoy  A.,  Integrate  Your 
Spelling,  Punctuation,  and 
Proofreading  Program,  F  15, 
Mr  33;  Office  and  Clerical  Prac¬ 
tice,  Ja  22,  My  26;  Uses  and 
Abuses  of  Timed  Writings,  5  22 
Britannica  Films  to  be  shown  on 
Educational  TV,  Ap  55 
Bruckner,  Ray,  The  Gimmick,  5  45; 

Strategy,  Mr  51 
Burns,  Loyd,  Rainy  Day,  Ap  46 
Business  Arithmetic; 

A  New  Way  to  Find  Out  Who 
Will  Succeed,  5  20 
Tests,  Ja  20,  My  24 
This  is  Monroe's  "Rhythmatic 
Touch,"  Mr  41 
Train  Your  Students  to  Find 
Their  Own  Errors,  F  30 
Workbook,  5  4 

Business  Correspondence,  Ap  17 
Business  Education  beyond  high 
school,  D  43,  Ap  55 
Business  Education  courses.  Evalu¬ 
ating,  5  17-19 
Business  English; 

Co-ordinating  English  and  Of¬ 
fice  Practice,  Mr  35 
Effective  Business  English,  5  4 
Integration  of  the  English 
and  Business-Education  De¬ 
partments,  F  15 
Tests,  Ja  17,  My  25 
The  Problem  of  Testing  in 
Business  English,  Ap  17 
Vocabulary  building,  Ap  41,  Jn  8 
Business  Law: 

Haskins  law  booklets,  0  45 
Long-Range  Planning  in  Busi¬ 
ness  Law,  My  38 
Tests,  Ja  16,  My  33 
Today's  Business  Law,  5  4 
"Why  Honest  People  5teal,"  D  37 
Business  5cene,  5  10,  O  16,  N  10, 
Ap  15 

Business  Teacher  Recruitment — A 
Special  Report,  Ap  37;  My  2; 
Jn  2,  15-38:  A  Touch  of  Im¬ 
mortality,  16;  Contributors  list, 
17;  Introduction,  18;  Foreword 
— The  Right  Way  to  Recruit,  19; 
The  Extent  of  the  5hortage,  20- 
23;  What  the  High  5chool 
Teacher  Can  Do,  24-28;  What 
College  People  Can  Do,  29-31; 
The  Administrator's  Role,  32; 
The  Other  Factors,  33-36;  Let's 


Bus.  Tchr.  Recruitment  Continued) 
Look  at  Ourselves,  37;  This 
Business  of  Degrees,  37;  Hold 
Beginning  Teachers,  38 
Business  Teacher's  Problem  Clinic, 

5  8,  O  6,  N  4,  D  6,  Ja  4,  F  5, 
Mr  9,  Ap  5,  My  5,  Jn  5;  see 
also  Problem  Clinic 

Cain,  Marietta,  How  Do  You  Rate 
in  Personality  Development? 

D  30;  Why  Do  We  Avoid  the 
Teaching  of  Erasing?  5  25 
Calculators  as  an  aid  to  teaching 
arithmetic,  Ja  47 
Capitalism,  F  2 

Caratrt,  Thelma  R.,  Revise  Gen¬ 
eral  Business — for  Everyone, 

D  29 

Career  planning,  F  34 
CBEA  Resolutions,  Ja  2 
Centennial  celebration  for  busi¬ 
ness  education,  Jn  48 
Christmas  with  Castanets,  D  29 
Classroom  equipment,  see  Equip¬ 
ment 

Classroom  management,  5  1 3,  O 
22,  N  22,  D  26,  Ja  30 
Clarkal  Practice,  5  18,  O  26, 

N  51,  Ja  22,  F  32,  Mr  2,  35, 
Ap  19,  My  26 
Clubs,  O  26,  My  21 
Commerce  and  Industry  Associa¬ 
tion  of  New  York,  Inc.  Helps 
5tudents  Plan  Their  Careers,  F 
34 

Comparing  Electric  Typewriters, 
Ja  7 

Consumer  Economics:  5  4:  O  10, 
32;  N  32;  My  22 
Consumer  Education:  Aims,  5  42; 
Attitudes  and  ideals,  5  42;  O  44; 
Devices  to  stimulate  interest. 
My  42,  Jn  40;  Evaluating  stu¬ 
dent  work,  Ap  40;  Field  trips, 
D  36;  Guest  speakers,  Ja  34; 
Magazine  materials,  N  38;  Ob¬ 
jectives,  5  42;  Program  organ¬ 
ization,  O  44;  Reference  materi¬ 
als,  5  42,  F  38,  Ap  40;  Resources 
lists,  5  42,  N  38,  Mr  46;  Teach¬ 
ing  techniques.  My  42,  Jn  40; 
Tests,  Ap  40;  Visual  aids,  D  36; 
Who  should  teach  consumer 
education,  O  44 

Contests,  O  30;  N  54;  D  47;  Ja 
41;  Mr  55,  56 

Convention  Calendar,  O  58,  F  1 1 
r  Conventions,  -sot  Peofossional  rRe- 
port.  Groups 

Counseling  Service,  Evaluating, 
5  19 

CPS  examinations,  5  50,  N  54 
Curriculum  planning,  5  17 

Dateline:  Hollywood,  O  47 
DeLaval,  Dorothy,  Seniority,  Mr  53 
Dictation  material,  5  30,  33;  O 

41,  42;  N  36,  37;  D  34,  35; 
Ja  36;  F  40,  41;  Mr  40,  49;  Ap 

42,  43;  My  37,  40;  Jn  42 
Dictation  Transcript  for  Today's 

Secretary,  5  44,  O  47,  N  41,  D 
38,  Ja  37,  F  43,  Mr  50,  Ap  45, 
My  45,  Jn  43 
Dictionary  Review,  Mr  35 
Dimmick,  Maria,  Secretary — West¬ 
ern  Style,  My  46 
Distributive  education  techniques 
and  materials,  Mr  22,  Ap  21, 
Jn  41 

Does  Your  Recognition  Program 
Preview  Success?  F  21 
Don't  Overlook  Motivation  Devices, 
F  25 

Dreyfack,  Raymond,  Miss  Murphy 
and  the  Serpent,  F  43 
Drills  Based  on  Most  Frequent 
Double-Letter  Words,  F  27 


Dropouts  reduced  by  providing 
work  experience,  D  19 
DuPree,  Garland  C.,  We  Teachen 
Should  Know  Psychiatry,  D  11 

Easy  Does  It,  Jn  44 

Easy  Way,  The,  Jn  43 

EBTA  Convention  report,  (pictures) 

12,  13,  47;  (news  story)  50 
Economics,  5  4,  10;  F  2,  Ap  38 
Teaching  Aids,  5  43,  O  45,  N  39, 

D  37 

Educational  Television  programs, 

F  49;  Mr  55;  Ap  49,  55 
Eiteman,  Sylvia  C.,  Problem  of 
Testing  in  Business  English,  Ap 
17 

Electronic  brain  for  typewriters, 

O  53 

Employers  Help  Students  Plan 
Their  Careers,  F  34 
Employment,  D  11,  Mr  2,  19,  My 
19 

English,  see  Business  English 
Equipment 

Adding  Machines;  Burroughs 
10-key  electric,  F  56;  Facif's 
Odhner,  M  60,  Ap  56;  Monroe 
(800);  Ja  48,  (600)  Mr  41, 
My  56 

Addressograph  -  Multigraph's 
new  letter  writer  and  printer, 

N  56 

Adjustable  desks,  5  26 
Blak-ray  lamps.  My  56 
Cabinets,  (sliding  doors)  D  48; 

(storage)  Ap  56 
Calculators;  Facits,  Ja  48; 

Monroe  (88-N),  Jn  52 
Chairs:  Adjusto  (CPC  1520), 
Jn  52;  posture,  N  56;  swivel, 

5  56;  tablet  armchair,  D  48 
Chalkboards,  D  48,  F  56 
Collator  bin  assembly,  D  48 
Column-ruled  sheets  for  Diazo 
process  copiers,  Ap  56 
Copyholders:  Chum,  D  48;  Cop- 
e-Eez,  N  56;  Cop-e-Ette,  Mr 
60;  McMillan  5nap-Open  Alu¬ 
minum  Sheet  Holder,  Jn  S2 
Correction  fluid,  Ap  56 
Curtain  (Duro-Decor  Audio- 
Visual)  room  darkening  cur¬ 
tain,  Jn  52 

Cutters:  Harvey  cutter  and 

perforator,  D  48;  Zeus  Rolcut 
paper  cutter,  N  56 
Cutting  boards,  O  60 
Demonstration  table  (Top-O- 
Desk),  Jn  52 

Desk  stabilizer  (Jac-a-desk), 

5  56 

Desks:  Action  (C  55),  Jn  52; 
"Electric,"  F  56;  Top-O-Desk, 
Jn  52;  Type-Right,  5  56 
Diazo-process  ruled  sheets,  Ap 
56 

Dictation  machines;  Peirce  Sec¬ 
retary,  Ap  56;  see  also  Tope 
recorders,  and  Transcribers 
Duplicators:  Addressograph-Mul- 
tigraph  Letter  Writer  and 
Printer,  N  56;  Duplicarbo,  O 
60;  Heyer  Conqueror,  Mr  60; 
Master  Addresser  (miniature 
spirit  duplicator),  5  56;  Rex- 
Rotary  (BDC  M-4),  F  56 
Easel  (Optivox  folding),  Jn  52 
Files:  Jayem's  sfeel  index  file 
legal  size  (M-16),  5  56;  Pro- 
File  (rocker)  cabinets.  My  56; 
Whirl  board  transfers,  Ap  56 
Fluorescent  chalk.  My  56 
Grode  recorder,  N  56 
Hanging  file  folders  (Vertiflex 
Plus),  Jn  52 

IBM  electronic  tabulator  con¬ 
trol,  Ja  48 

Leads  dispenser  (Koh-I-Noor 
Ejectomatic),  D  48 
Letter  Writer  and  Printer 
(automatic),  N  56 
Mailing  machines  (Pitney-Bowes 
"envelope  staffer"),  Ja  48 
Masterset  (smudgeproof),  Mr  60 
Marker  (felt-point  squeeze 
bottle).  My  56 
Nameplate  press,  F  56 
Office  machines,  F  32 
Pencils  (Tru-Tip  self-feeding), 
F  56 

Pens  (Esterbrook's  new  ball¬ 
point),  O  60 
Perforator,  D  48 


If  lament  (Continued) 

Mionograph  turntable  that  pro¬ 
vides  four  speeds,  O  60 
Monographs:  Califone's  Celeb¬ 
rity  (7V-7),  O  60;  Starette 
Daluxe  portable,  Mr  60 
"Printing  press  for  stencils," 

F  56 

Projectors:  DuKane,  F  56;  Filnso- 
sound  magnetic,  Ap  56;  Koda- 
scope  Analyst  II,  O  60;  Power- 
matic  Viewicx,  N  56;  Spe¬ 
cialist,  N  56;  Transpaquc,  D 
48;  Viewlex  (Model  V-1000 
C).  5  56 

Raoding  materials  for  students, 

N  56 

R*meedi-Aids  catalog,  N  56 
RRibon  conditioner  (Sten-0- 
Aide),  Ja  48 

Ribbons  (Royal  Twin-Pak),  O  60 
Sound  system  (portable  Prom¬ 
enade,  Model  25V-8),  Mr  60 
Stands:  Hercules,  Mr  60;  Type- 
Right,  5  56;  Top-O-Desk 

(demonstration  stand),  Jn  52 
Staplers:  Bates  "56,"  My  56; 

Swingline  "66,"  Ja  48 
Tabulating-machine  self-odhe- 
sive  labels  (Tabulabels),  N  56 
Tope  recorder  maintenance  kit 
(Long  Life  Cleaner  and  Long 
Life  Lubricant),  Ja  48 
Tape  recorders:  (Bell  &  Howell 
Model  775),  My  56;  Wilcox- 
Gay  push-button  models  375 
and  750,  N  56 

Tope  splicer  (Gibson  Girl  Semi- 
Pro,  SP  4).  S  56 
Timers  (School  Timer),  My  56 
Transcriber  (Voicewriter  elec¬ 
tronic  portable),  O  60 
Type  and  platen  cleaner 
(Morris),  My  56 

Typewriter  shelf  (portable) 
made  by  Yawman  and  Erbe, 
Ap  56 

Typewriters:  Remington,  Mr  14, 
(Noiseless),  5  56;  Smith- 

Corona  electric  portable,  D 
48;  All  makes  of  electrics 
compared,  Jo  7 
Bearing  techniques,  5  25 
Earopean  study  tours,  N  54,  D  47, 
Ap  55 

Evaluate  Your  Own  Typewriting 
Teaching  Methods,  D  31 
Evohiotive  Criteria  for  a  Busi- 
Mss  Education  Program:  Basic 
Rosinrss  Courses,  S  18;  Book- 
koeping,  5  18;  Business  Educa¬ 
tion  Staff,  5  17;  Office  Prac¬ 
tice,  5  18;  Physical  Plant  and 
Equipment,  S  17;  Shorthand, 

S  19;  Special  Counseling  Service, 

S  19;  Typewriting,  5  19 
Every  Day  Is  "Rent"  Day,  Mr  50 
fjiperience.  Please!  5  44 
ExtOMt  of  the  Business  Teacher 
Skortoge,  The,  Jn  20-23 
Extra  Ounce,  The,  My  47 
Eyster,  [Ivin  S.,  The  Right  Woy  to 
Rocruit  Business  Teachers,  Jn  19 

Fair,  [rnest  W.,  Your  Bank  Ac¬ 
count,  O  10 

F— ture-by-Feoture  Comparison  of 
Electric  Typewriters,  Ja  8 
Ferieral  aid  to  education,  N  49, 

Jo  43, 

FleM  trips,  O  8;  D  14,  16,  36;  F  23 

FRlng; 

Train  Your  Students  to  Find 
Their  Own  Errors,  F  30 
Fkw  Start,  But  ...  F  12 
nsk,  Marjorie,  I  went  to  Holly- 
vrood  for  Secretarial  Experience 
O  21 

Hmsit  Readings,  5  46,  O  50,  N  44, 
D  40,  Ja  38,  F  46,  Mr  52,  Ap  47, 
My  47,  Jn  44 

Fraternity  news,  S  52,  N  53,  Ja  41; 

F  S4;  Mr  59;  Ap  50,  54;  My  55 
Ftlape  benefits  survey  (NOMA), 
F  55 

Coaeble,  Margaret  [.,  How  to  Pre¬ 
pare  a  Reference  File  Box  for 
Skorthand,  N  20 

Cooeral  Business:  S  4,  D  29,  Ja  19, 

My  24 

CMeen,  E.  Dana,  What  You  Should 
Know  about  Integrated  Data 
Processing,  Mr  26 


Gimmick,  The,  5  45 
Gould,  Samuel  B.,  A  Touch  of  Im¬ 
mortality,  Jn  16 
Graduates,  a  year  later,  Ja  14 
Graduating  teachers  drop  42  per 
cent,  5  49 

Grants  to  schools,  5  54,  Ja  43, 

Ap  50,  Jn  50 

Graph  construction  and  interpre¬ 
tation,  Ja  1 1 

Grass  Is  Always  Greener,  The,  Mr 
52 

Green,  H.  H.,  Teaching  the  "Ex¬ 
tras"  in  Transcription,  O  19, 

N  18,  D  22,  Ja  28 
Green,  Helen  H.,  The  Secret  of 
Shirley's  Blouse,  My  21;  The 
Story  of  Mary  and  Miss  Smith, 

Ap  26 

Gress,  John  J.,  Shorthand  Corner, 

S  41,  O  43,  N  35,  D  33,  Ja  33, 

F  37,  Mr  45,  Ap  39,  My  41,  Jn 
39 

Grooming,  My  18,  20,  Jn  41 
Guidance,  5  19,  D  11,30,  F  34,39; 

My  49;  materials,  5  53,  Jn  41 
Guss,  Doris,  Simple  Typing  Projects 
Stimulate  Beginners,  Ap  36 

Hale,  Margaret,  Experience, 
Please!  S  44 

Heimerl,  Ramon  P.,  Consumer  Edu¬ 
cation,  S  42,  O  44,  N  38,  D  36, 

Ja  34,  F  38,  Mr  46,  Ap  40,  My 
42,  Jn  40 

Heuer,  Leone  Ann,  Who's  Teach¬ 
ing  Money  Management?  N  32 
Hicks,  Charles  B.,  New-Matter 
Dictation  with  Previews,  S  30, 

O  41,  N  37,  D  3S,  Ja  36,  F  41, 
Mr  49,  Ap  43,  My  40,  Jn  42 
Hiding  Place,  Ap  4S 
Higher  education  committee  con¬ 
ferences  and  workshops,  D  43, 
Ap  5S 

Himebaugh,  D.  M.,  This  Business 
of  Degrees,  Jn  37 
Hold  Beginning  Teachers,  Jn  38 
Hollywood  job,  O  21 
Hoik,  Virginia,  A  Matter  of  Age, 

F  44 

How  Do  you  Rate  in  Personality 
Development  D  30 
How  to  Create  Turmoil  in  Typing, 

F  18 

How  to  Drill  on  Double  Letters, 

F  26 

How  to  Organize  and  Conduct 
Your  Bookkeeping  Class,  S  13, 

O  22,  N  22,  0  26,  Ja  30 
How  to  Prepare  a  Reference  File 
Box  for  Shorthand,  N  20 
How  to  Run  a  Typewriting  Contest, 

O  30 

How  Young  is  "Too  Young  to 
Type"?  Ap  34 

I  Set  My  Sail  for  Shorthand,  Ja  39 
I  Went  to  Hollywood  for  Secre¬ 
tarial  Experience,  O  21 
IBM  moves  electric  typewriter  di¬ 
vision's  development  laboratory 
to  Lexington,  Ky.,  Ja  47 
Institute  for  Certifying  Secre¬ 
taries,  S  SO 

Integrate  Your  Spelling,  Punctua¬ 
tion,  and  Proofreading  Pro¬ 
grams,  F  IS,  Mr  33 
Integrated  data  processing,  Mr  26 
Integration  of  the  English 
and  Business-Education  Depart¬ 
ments,  F  15 

Investment  buying,  O  32 

Jensen,  Mory  Markosian,  Teach 
Tabulation  by  Reasoning,  Mr 
38 

Johnson,  Loraine,  Never  a  Dull 
Moment,  Ja  38 

Jorres,  Edna  M.,  Does  Your  Recog¬ 
nition  Program  Preview  Success? 
F  21 

Klos,  Louis  A.,  An  "Unwritten" 
Letter  to  the  Editor,  Ap  25 
Krawitx,  Myron  J.,  Look,  Ma,  No 
Brains!  Ja  12 

Lattin,  Jack  M.,  We  "Pay"  Book¬ 
keeping  Students  to  Attend 
Class,  F  24 

Law,  see  Business  Law 
Learning  Correct  Dote-Writing 
through  Typing,  Mr  33 


Lesson  Plans  for  a  Unit  on  Business 
Law,  My  38 

Office  Practice  and  the  School's 
publications.  My  35 
Let  Your  Students  Visit  an  Office 
for  a  Day,  D  14;  or  a  Week,  D  16 
Let's  Look  at  Ourselves,  Jn  37 
Letter  Writing,  Ap  17 
Letters  to  the  Editor:  (Stewort) 
(Satlow)  D  2,  (Sr.  Mary  Charles) 

Ap  2,  (Hart)  Ap  2 
Lewis,  Harry,  A  New  Way  to  Find 
Out  Who  Will  Succeed  in  Busi¬ 
ness  Arithmetic,  S  20;  Why  Con¬ 
struct  Graphs  without  Interpret¬ 
ing  Them?  J  1 1 
Library  Use  course,  Ap  3S 
Lloyd,  Alan  C.,  How  to  Run  a 
Typewriting  Contest,  O  30;  100 
Ways  to  Enliven  Typing,  Short¬ 
hand  Classes,  D  20 
Lomax,  Paul  S.,  receives  citation 
at  testimonial  dinner  S  50,  51 
Long-Range  Planning  in  Business 
Law,  My  38,  Jn  2 
Look,  Mo,  No  Brains!  Ja  12 

MacDonnell,  Mary  A.,  Let  Your 
Students  Visit  an  Office  for 
a  Week,  D  16 

Major  events  of  the  year  in  Educa¬ 
tion,  F  49 

Make  Correct  Style  a  Habit,  O  33 
Manghue,  Ruth  [.,  Train  Your  Stu¬ 
dents  to  Find  Their  Own  Errors, 

F  30 

Markay,  Alan,  Something  for  the 
Birds,  My  4S 

Markley,  Mary,  Christmas  with 
Castanets,  D  39;  Every  Day  Is 
"Rent"  Day,  Mr  SO 
Motter  of  Age,  A,  F  44 
McDermand,  Clarabelle,  Will  Of¬ 
fices  Ever  Install  Adjustable 
Secretarial  Desks?  S  26 
McGill,  [.  C.,  Practice  What  You 
Teach,  Ap  22 

McGraw-Hill  Department  of  Eco¬ 
nomics,  A  Message  to  American 
Industry  on  Financial  Aid  to 
Higher  Education,  F  12;  A  Prog¬ 
ress  Report  on  Faculty  Salaries, 
Ap  13 

Medical  Shorthand  and  Termi¬ 
nology:  Course  materials,  S  36; 
Units,  S  34 

Miller,  Jay  W.,  Recognized  Ac¬ 
creditation  of  Business  Schools 
Is  Here,  N  30 

Minneapolis  Follows  Up  Business 
Graduates,  Ja  14 
Miss  Do  and  Miss  Don't,  My  19 
Miss  Murphy  and  the  Serpent,  F  43 
"Miss  Secretary  of  1957,"  Jn  51 
Mr.  Publisher,  Here's  a  New 
Market,  N  7 

Money  Management,  O  45,  N  32 
More  Enthusiasm  Means  More 
Business-School  Diplomas,  F  22 
Motivation  devices,  N  4,  F  25 
Musselman,  Vernon  A.,  Semester 
Tests  in  General  Business,  Ja 
19,  My  24 

NABTTI  changes  name  to  Na¬ 
tional  Association  for  Business 
Teacher  Education,  My  49 
Notional  Office  Exposition,  My  54 
Notional  Secretaries  Week,  Ap  SS 
Near,  Doris  R.,  Semester  Tests  in 
Office  and  Clerical  Practice,  Ja 
22,  My  26 

Never  a  Dull  Moment,  Ja  38 
New  Book  Info,  S  4 
New  Business  Equipment,  S  56, 
O  60,  N  56,  0  48,  Ja  48,  F  56, 
Mr  60,  Ap  56,  My  56,  Jn  52 
New-Matter  Dictation  with  Pre¬ 
views,  S  30,  O  41,  N  37,  D  35,  Ja 
36,  F  41,  Mr  49,  Ap  43,  My  40, 
Jn  42 

New  Woy  to  Find  Out  Who  Will 
Succeed  in  Business  Arithmetic, 
S  20 

New  York  University  fellowship, 
D  47 

Nobody  Could  Have  Told  You  .  .  . 
F  36 

Noma  speakers  list,  Jn  51 

Obituaries,  S  49;  O  53,  54,  55; 
N  50;  Ja  44;  F  50;  Mr  56;  Ap 

49 


Odell,  Marlon  V.,  The  Sago  of 
A.  &  P.  Jim,  S  31 
Office  equipment,  S  26;  see  also 
Equipment 

Office-machines  courses,  F  32,  Ap 
19 

Office  obseivotion,  D  14,  16 
Office  Procticc: 

Evaluative  Criteria,  S  18 
Integrating  Office  Practice  with 
Spelling  and  Proofreading, 

F  IS,  Mr  33 

Mailing  Techniques,  D  37,  F  39, 

Jn  8 

Methods  of  Planning,  F  39 
Proofreading,  Ja  35;  F  15,  31; 

Mr  33;  Jn  8,  41 
School  Publications  and  Office 
Practice  My  35 
Semester  Tests,  Ja  22,  My  26 
Starting  from  Scratch  in  Office 
Practice?  F  32 

Student  Stenos;  an  Office  Prac¬ 
tice  Club,  O  26 

Teaching  Aids,  S  43,  D  37,  Jo  3S 
F  39 

Training  on  Office  Machines 
Helps  Accounting  Students, 

Ap  19 

Office-Practice  Club,  O  26 
Office  Practice,  Evaluating,  S  18 
Office  Training,  see  Office  Practice 
OGA  Test  Keys  (Junior  and  Mem¬ 
bership),  S  47,  O  50,  N  47,  D  39, 

Ja  39,  F  47,  Mr  52,  Ap  46,  My 
46,  Jn  44 

100  Ways  to  Enliven  Typing, 
Shorthand  Classes,  D  20 
Operation  Gardener,  Jn  4S 
Orientation  to  Business:  A  Course 
Outline,  D  19 

Orientation  to  teaching  job,  N  14, 

F  36 

Ottley,  Margaret,  Be  File-Wise,  D 
40;  Be  Habitually  Neat,  N  44; 
Career-minded  Clothes,  F  46; 
Easy  Does  It,  Jn  44;  The  Extra 
Ounce,  My  47;  The  Grass  Is  Al¬ 
ways  Greener  .  .  .  Mr.  S2;  Mind 
Your  Business,  O  50;  Plon  Now, 
Succeed  Later,  C  46;  "Thank 
You  for  Calling  .  .  Ja  38;  You 
Too,  Can  Write!  Ap  47 
Our  Customers  Don't  Pardon  Typ¬ 
ing  Errors,  My  16 
Overstreet,  Carolyn,  Try  Running 
a  Student  Supply  Store,  D  18 

Pantomine  in  two  scenes.  My  19 
Paperwork  simplificotion,  Mr  28 
Parker,  Robert,  This  is  Monroe's 
"Rhythmatic  Touch,"  Mr  41 
Pasqualini,  Francois,  I  Set  MY 
Sail  for  Shorthand,  Ja  39 
Pavlu,  Roberta  G.,  Hiding  Place, 
Ap  4S;  Roses  for  Miss  Pitts, 

D  38;  The  Big  Scoop,  Ja  37; 
The  Taming  of  "Sergeant" 
Peterson,  F  45 

Pennsylvanio  Department  of  Pub¬ 
lic  Instruction,  Evaluative  Cri¬ 
teria  for  a  Business  Education 
Program,  S  17 
Personality,  Dll,  30;  Mr  43 
Petronilla,  N  42 

Physical  Plant  and  Equipment  for 
a  Business  Educotion  Program, 
Criteria  for  Evaluating,  S  17 
Pin  Wall  Street  on  Flannel,  O  32 
Plant  and  equipment.  Evaluating, 

S  17 

Practice  What  You  Teach,  Ap  22 
Problem  Clinic:  Adult  demands.  My 
5;  Assembly  programs,  D  6,  F  S, 
Ap  6;  Award  winners,  Jn  5; 
Blackboard  hog,  F  5,  Mr  9,  Ap 
37,  My  8,  Jn  10;  Care  of  room 
and  equipment,  D  6,  F  6,  Mr  10, 
Ap  6,  Jn  8;  Coffee  breaks."  Ja 
4;  Department  property,  Ap  6, 
Jn  4S;  Grading,  Jo  4,  Ap  8; 
Hand-watching  cure,  D  6,  F  47, 
Mr  11,  Ap  8;  Handicapped  typ¬ 
ists,  Ja  4,  Ap  10,  My  6;  Lesson 
plans,  O  6,  N  4,  D  8,  Jo  4; 
Mailing  lists,  Jn  8;  O  and  oo 
hooks,  Ap  5;  Outside  instruc¬ 
tion,  My  5;  Placement  of  short¬ 
hand  outlines  on  the  line,  Ap  5; 
Proofreading,  Jn  8;  Rumor- 
mongers,  S  8,  O  6,  N  4,  Mr  9; 
Square  pegs  in  round  holes,  Ap 
5,  Jn  40;  Teacher-trainee's 


Problem  Clinic  (Continued) 

troubles,  Jn  5;  Typewriter  con¬ 
trol  unit  for  palsy  victims.  My  6; 
Typinci  program  for  Methods 
students,  D  6,  Ap  6;  Visiting 
privileges,  S  8;  O  8,  N  4,  6; 

Mr  10;  Vocabulary  building,  Jn 

a 

Problem  of  Testing  in  Business 
English,  The,  Ap  17 
Professional  Report: 

General,  S  54,  O  57,  N  54,  D  47, 

Ja  47,  F  55,  Mr  59,  Ap  55, 

My  53,  Jn  51 

Groups,  5  51,  O  55,  N  50,  D  44, 

Jo  45,  F  51,  Mr  56,  Ap  50, 

My  49,  Jn  51 

News  5potlight,  5  49,  O  53,  N 
49,  D  43,  Ja  43,  F  49,  Mr  55, 

Ap  49,  My  49,  Jn  47 
People,  5  49,  0  53,  N  49,  D  43, 

Ja  43,  F  49,  Mr  55,  Ap  49, 

My  49,  Jn  47 

5chools,  5  53,  O  56,  N  53,  D  47, 

Ja  47,  F  54,  Mr  59,  Ap  54, 

My  51,  Jn  50 

Progressive  5horthand  5pced  Tests, 

5  33,  O  42,  N  36,  D  34,  F  40, 

Mr  40,  Ap  42,  My  37 
Projects:  Bookkeeping,  F  24;  In¬ 
tercollegiate  coffee  hour,  5  52; 
Public  Relations,  M  23;  Radio, 

S  52;  Research,  O  56,  N  50,  F 
52,  53,  Jn  51;  Retailing,  D  18, 

Mr  22;  5pelling,  0  47;  Type¬ 
writing,  5  52,  Ap  36;  Visits  to 
plants  and  offices,  0  8,  D  14, 

16,  36,  F  23 

Promote  Business  Education  on 
Parents'  Night,  N  13 
Proofreading,  Ja  35;  F  15,  31;  Mr 
33,  Jn  8,  41 

Psychiatric  techniques  a  help  in 
developing  employable  personal¬ 
ities,  Dll 

Psychology  Doesn't  Require  a 
Couch  in  Every  Classroom,  Mr  36 
Public-Relations  promotion,  Mr  23 
Punctuation,  Ja  26,  F  15,  Mr  33 
Punctuation  practice  sheets,  Ja  26 
Put  Them  at  Ease,  0  37 
Put  Your  Fastest  Writers  on  Topes, 
My  15 

Rainy  Day,  Ap  46 
Reading  improvement: 

Adjusting  to  Different  Patterns 
of  Writing,  O  38 
How  to  Preview,  N  25 
How  to  Recall  Details,  5  37 
How  to  5kim,  N  26 
How  Well  Do  You  Rcod  Now? 

D  32 

Recognition  for  accomplishment, 
Mr  23 

Recognize,  Anolyze,  Merchandise 
Your  Retail  Customers,  O  34 
Recognized  Accreditation  of  Busi¬ 
ness  Schools  Is  Here,  N  30 
Recruiting  teachers,  Ap  37,  My  2, 
Jn  2,  15-38 

Reference  Books  Needed  in  Busi¬ 
ness,  Ap  35 

Rent,  Wallace  W.,  Win  Recogni¬ 
tion  for  Your  Department,  Mr 
23 

Research  projects,  O  56;  N  50;  f 
52,  53;  Jn  51 
Retailing: 

Recognize,  Analyze,  Merchan¬ 
dise  Your  Retail  Customers, 
O  34 

Retailing  films,  Ap  41 
Retailing  Prepares  Your  Stu¬ 
dents  for  Homemaking,  Too, 
N  21 

Shopping  by  Pushbutton,  5  10 
Textiles  Can  Challenge  Their 
Imagination,  Mr  22 
The  Sago  of  A.  &  P.  Jim,  5  31 
Try  Running  o  Student  Supply 
Store,  D  18 

Using  o  Schedule  of  Experiences, 
Ap  21 

Retailing  Prepares  Your  Students 
for  Homemaking,  Too,  N  21 
Revise  General  Business  —  for 
Everyone,  D  29 

Right  Way  to  Recruit  Business 
Teachers,  The,  Jn  19 
Rogers,  Stella,  Student  Stenos:  An 
Office  Practice  Club,  O  26 
Roman,  John,  Promote  Business 


Education  on  Parents'  Night, 

N  13 

Rosenberg,  R.  Robert,  Semester 
Tests  in  Business  Arithmetic, 

Ja  20,  My  24 
Roses  for  Miss  Pitts,  D  38 
Rowe,  Margaret,  Semester  Tests 
in  Secretarial  Practice,  My  32 
Royer,  Blanche,  Teach  Punctuation 
This  Quick,  Visual  Way,  Ja  26 
Ruegg,  Robert  J.,  Storting  from 
Scratch  in  Office  Practice,  F  32 

Saga  of  A.  &  P.  Jim,  The,  5  31 
Salaries,  5  49,  Ja  43,  F  12,  Ap  13 
Salesmanship,  see  Retailing 
Satlow,  I.  David,  Bookkeeping 
Classroom  Management,  5  13, 

O  22,  N  22,  D  26,  Ja  30;  Long- 
Range  Planning  in  Business  Law, 

My  38,  Jn  2;  Semester  Tests  in 
Business  Law,  Ja  16,  My  33 
Schaffer,  Alan,  How  to  Create 
Turmoil  in  Typing,  F  18 
Scheer,  Wilbert  t..  Why  Are  So 
Many  Job  Applicants  Rejected? 

Mr  19 

Scholarships,  O  59;  Ja  47;  Mr  55, 

59;  My  50;  Jn  47 
School  Publications  and  Office 
Practice,  My  35 

Schwartz,  Dorothy  H.,  Somebody 
Should  Have  Told  Me  N  14 
Secret  of  Shirley's  Blouse,  The, 
My  21 

Secretarial  accounting,  Ap  19 
Secretarial  experience  in  Holly¬ 
wood,  O  21 

Secretarial  -  Training  Bulletin 
Boards,  F  20;  My  18 
Secretarial  training  program, 

N  51 

Secretary — Western  Style,  My  46 
Selden,  William,  Whet  We  Know 
about  Junior-High  Typing  O  27 
Semester  Tests,  D  4,  Ja  15,  My  23 
Seniority,  Mr  53 

Seven  Objectives  of  a  Business- 
Education  Day,  D  14 
Shannon,  Jane,  Retailing  Prepares 
Your  Students  for  Homemaking, 
Too,  N  21 

Sherman,  Marsdon  A.,  Psychology 
Doesn't  Require  a  Couch  in 
Every  Classroom,  Mr  36 
Shorthand: 

Court  reporting  manual,  Mr  47 
Dictation,  S  43,  N  39,  Ja  35, 
Mr  47 

Dictation  material,  5  30,  33;  O 
41,  42;  N  36,  37;  D  34,  35; 
Ja  36;  F  40,  41;  Mr  40,  49; 
Ap  42,  43;  My  37,  40;  Jn  42 
Dictation  Transcript,  5  44,  0 
47,  N  41,  D  38,  Ja  37,  F  43, 
Mr  SO,  Ap  45,  My  45,  Jn  43 
Don't  Overlook  Motivation  De¬ 
vices,  F  25 

Evaluative  Criteria,  5  19 
Grading,  5  33 

Lumber  industry  dictation,  5  43 
Lumber  office  handbook,  5  43 
Make  Correct  Style  a  Habit, 
0  33 

Medical  course  materials,  5  36 
Medical  Shorthand  ond  Termin¬ 
ology,  5  34 

New-Matter  Dictation  with  Pre¬ 
views: 

Application  Letter  and  Reply, 
Mr  49 

Cancellation  of  an  Order,  O  41 
Collection  Series,  D  35 
General  Sales  Letter,  N  37 
Good-Will  Letter,  My  40 
Granting  an  Adjustment,  F  41 
Inquiry  and  Order,  5  30 
Personal  Exchange,  Ap  43 
Service  Request,  Ja  36 
Staff  Memoranda,  Jn  2 
O  and  oo  hooks  distinguished 
Ap  5 

Office-style  dictation,  N  39,  Ja 
35 

100  Ways  to  Enliven  Typing, 
Shorthand  Classes,  D  20 

Progressive  Speed  Tests,  (30-70 
warn  5  33,  (40-80)  O  42,  (50- 
90)  N  36,  (60-100)  D  34,  (70- 
100)  F  40,  (80-120)  Mr  40, 
(90-130)  Ap  42,  (100-140) 
My  37 

Proper  placement  of  outlines, 
Ap  5 


Put  Your  Fastest  Writers  on 
Tapes,  My  15 

Reference  materials  file,  N  20 
Secretarial  -  Training  Bulletin 
Boards,  F  20;  My  18 
Shortcuts,  D  37 

Shorthand  Corner,  5  41,  O  43, 

N  35,  D  33,  Jo  33,  F  37,  Mr 
45,  Ap  39,  My  41;  Jn  39 
Speed  building,  Jn  8 
Speed  tests,  5  33,  O  42,  N  36, 

D  34,  F  40,  Mr  40,  Ap  42, 

My  37 

Story  of  Mary,  who  couldn't  Read 
Her  Own  Notes  and  Miss 
Smith,  showed  her  how,  Ap  26 
Testimony  dictation,  Mr.  47 
Vocabulary  building,  Jn  8 
Shorthand  Corner:  Changes  of 
routines  for  second  semester,  Ja 
33;  Dictation-transcription  pow¬ 
wows,  My  41;  Evaluating  suc¬ 
cess  of  your  year's  teaching,  Jn 
39;  Getting  under  way,  O  43; 
Lesson  plans,  D  33,  Ja  33;  Prob¬ 
lems  and  responsibilities,  N  35; 
Recruiting  students  for  your 
classes,  F  37;  Standards,  Ap  39; 
Tape  recorder  and  records  effec¬ 
tive  teaching  aid,  Mr  45;  Who 
should  take  shorthand,  5  41 
Shorthand  course.  Evaluating,  5  19 
Shorthand  speed  building,  Jn  8 
Shorthand  tests,  penmanship,  5  47, 

O  50,  N  47,  D  39,  Ja  39,  F  47, 

Mr  52,  Ap  46,  My  46,  Jn  44; 
speed,  5  33,  O  42,  N  36,  D  34, 

F  40,  Mr  40,  Ap  42,  My  37 
Simple  Typing  Projects  Stimulate 
Beginner,  Ap  36 

Sister  M.  Paraclete,  S.S.J.,  They 
Learned  Bookkeeping  the  "Easy 
Way,"  Mr  20 

Slagle,  Cvelyn  K.,  CPS,  Around  the 
World  in  My  Posture  Chair,  O  48 
Slappey,  Mary  McGowan,  Put  Them 
at  Ease,  O  37 

Smith,  Harold  H.,  How  Young  is 
"Too  Young  to  Type"?  Ap  34 
Smith,  Helen  M.,  Operation 
Gardener,  Jn  45 

Smith,  Nila  B.,  You  Can  Read 
Faster  and  Better  (concluding 
series  from  Volume  36),  5  37, 

O  38,  N  25,  D  32 
Solomon,  Stanley,  School  Publica¬ 
tions  and  Office  Practice,  My  35 
Somebody  Should  Have  Told  Me 
.  .  .  N  14 

Something  for  the  Birds,  My  45 
Something  to  Remember,  N  41 
Specht,  Joseph  f..  Training  on  Of¬ 
fice  Machines  Helps  Accounting 
Students,  Ap  19 
Special  Report: 

Business  Teocher  Recruitment, 
Jn  15 

Special  Sections: 

Semester  Tests,  Ja  15,  My  23; 
Summer  School  Directory,  Ap 
28,  My  54 
Special  Series: 

Bookkeeping  Classroom  Man¬ 
agement,  5  13,  O  22,  N  22,  D  26, 
Ja  30;  Integrate  Your  Spelling, 
Punctuotion,  and  Proofreading 
Programs,  F  IS,  Mr  33;  Teach¬ 
ing  the  "Extras"  in  Transcrip¬ 
tion,  O  19,  N  18,  D  22,  Ja  28; 
You  Can  Read  Faster  and  Bet¬ 
ter,  5  37,  O  38,  N  25,  D  32 
Spelling,  D  47,  F  15,  Mr  33 
Staff,  Evaluating  your,  5  17 
Standards  required  by  business,  F 
23,  N  51 

Starting  from  Scratch  in  Office 
Practice,  F  32 

Statement  of  Ownership,  Manage¬ 
ment,  and  Circulation,  D  35 
Stewart,  Marie  M.,  Semester  Tests 
in  Business  English,  Ja  17,  My  25 
Stocks,  and  bonds,  O  32 
Stoner,  J.  K.,  Recognize,  Analyze, 
Merchandise  Your  Retail  Cus¬ 
tomers,  O  34;  Semester  Tests 
in  Salesmanship,  Ja  20,  My  31 
Story  of  Mary  and  Miss  Smith, 
The,  Ap  26 
Strategy,  Mr  51 

Student  Stenos:  An  Office  Prac¬ 
tice  Club,  O  26 

Student's  Record — Report  to  Em¬ 
ployers,  F  34 


Summer  conferences  and  work¬ 
shops,  Ap  54,  My  51,  Jn  49,  50 
Summer  School  Directory,  Ap  -28; 

Supplement,  My  54 
Surveys,  Mr  2,  My  49 

Taming  of  "Sergeant"  Peterson, 
The,  F  45 

Teach  Punctuation  This  Quick, 
Visual  Way,  Ja  26 
Teach  Tabulation  by  Reasoning, 

Mr  38 

Teachers  Colleges  on  way  out, 

Ap  49 

Teachers'  Problems,  5  8,  0  6;  N  4, 

14;  D  6;  Ja  4;  F  5;  Mr  9;  Ap  5; 

My  5;  Jn  9 
Teaching  Aids: 

Adding  machines,  Ja  35 
Airline  materials,  Jn  41 
Artyping,  Ap  41 
Audio  records,  Mr  47 
Audio-visual  equipment.  My  43 
Banking,  5  43,  O  45,  Ap  41 
Beginning  teachers'  aids,  D  37 
Budgeting,  O  45 
Bulletin-board  materials,  5  43, 

Ja  35 

Business  arithmetic,  N  39,  Ap 
41,  My  43 

Business  correspondence,  D  37, 

Ja  35,  F  39 

Business  English,  Ap  41 
Business  law,  O  45,  D  37 
Business  letters,  D  37,  Ja  35,  F 
39 

Career  information,  Mr  47,  Jn  41 
Cartoons  on:  Bookkeeping,  N  39, 
My  43;  Conservation,  N  39; 
Driver  education.  My  43; 
Health,  N  39;  5chool  spirit. 
My  43;  5horthand,  My  43; 
5peech,  N  39;  Typing,  My  43 
Certificate  of  (adding  machine) 
proficiency,  Ja  35 
Choosing  free  materials,  F  39 
Communication,  Ja  35 
Consumer  credit,  O  45,  Mr  47 
Consumer  economics,  5  43,  O  45, 
Mr  47,  My  43 

Consumer  information  on  Cane 
sugar,  D  37;  Canned  goods.  My 
43;  Coffee,  Ap  41;  Cotton, 

5  43,  Ja  35;  the  Economists, 

5  43;  Form  machinery,  N  39; 
Fibers  and  fabrics,  Mr  47; 
Glass,  5  43;  Home  ownership, 

O  45;  Leather,  F  39;  New 
products,  D  37;  Zinc,  Ap  41 
Court  reporting,  Mr  47 
Credit,  O  45 

Crossword  puzzles,  Ap  41 
Demonstrations,  Ja  35 
Dictation  materials,  5  43,  N  39, 
Ja  35,  Mr  47 
Display  techniques,  5  43 
Distributive  educotion,  Jn  41 
Economic  geography,  5  43,  O  45, 

D  37,  Ja  35,  F  39,  Ap  41,  My 
43 

Economics,  5  43,  O  45,  N  39, 

D  37 

Educational  publications.  My  43 
Election  data  (1956),  O  45 
Equipment:  Audio-visual,  My  43; 
Felt  boards,  S  43;  Flannel- 
graphs,  Mr  47;  Timesaving 
tools,  N  39 
Ethics,  D  37 
Etiquette,  Ja  35,  My  43 
Exhibits,  F  39 
Family  finance,  Mr  47 
Filing,  D  37,  Jn  41 
Films  and  filmstrips,  O  45,  Ja 
35,  F  39,  Mr  47,  Ap  41,  My 
43,  Jn  41 

Finance,  O  45,  Mr  47 
Free  teaching  materials,  5  43, 
O  45,  N  39,  D  37,  Jo  35,  F 
39,  Mr  47,  Ap  41,  My  43,  Jn 
41 

General  business,  F  39,  Ap  41 
Government  publications,  D  37 
Grooming,  N  41 
Guidance,  F  39,  Jn  41 
Handbook,  S  43,  O  45,  Ja  35, 
F  39 

History,  O  45 
Home  economics.  My  43 
Informational  directory.  My  43 
Insuronce,  O  45,  Mr  47,  Ap  41, 
Jn  41 

Investing,  O  45,  Ap  41 
Lumber-office  handbook,  5  43 
Mailing,  D  37,  F  39 


Teaching  Aids  (Continued) 

Money,  O  45,  N  39 
Money  monagensent,  Mr  47 
'  Office-machines  kit,  Ja  35 
Office  management,  Ja  35 
Office  practice,  S  43,  D  37,  Jo 
35,  F  39 

Office  procedures,  D  37,  Ja  35 
Office  work  standards,  Ja  35 
Parliamentary  law  and  protocol, 

O  45,  My  43 

Posters,  5  43,  F  39,  Ja  35,  Jn  41 
Proofreading  exercises,  Ja  35,  Jn 

41 

Psychological  tests,  F  39 
Punctuation,  F  39 
Real  estate,  Ap  41 
Resource  materials,  5  43,  O  45, 

N  39 

Retailing,  Ap  41 
Shorthand  shortcuts,  0  37 
Source  materials,  N  39,  F  39 
Speakers  available  through 
NOMA,  Jn  51 

Stenograph  materials,  Mr  47 
Tape-recorder  directory,  Mr  47 
Tapes,  scripts,  and  transcrip¬ 
tions,  N  39,  F  39,  Mr  47 
Teacher  training,  0  37 
Teaching  methods,  D  37,  Ja  35 
Telephone,  D  37,  Ja  35 
Testimony  dictation,  Mr  47 
Trovelers  checks,  S  43 
Typewriting,  S  43,  O  45,  0  37, 
Ja  35,  F  39,  Ap  41,  Jn  41 
Visual  aids,  S  43,  D  37,  F  39, 
My  43 

Teaching  Punctuation  through 
Typing,  Mr  33 

Teoching  techniques,  O  36,  37, 
Teaching  the  "Extras"  in  Tran¬ 
scription,  O  19,  N  18,  D  22, 
Ja  28 

Ten-Point  Action  Program,  A,  Jn 
27 

Tests: 

Bookkeeping,  Ja  18,  My  30 
Business  Arithmetic,  Ja  20,  My 
24 

Business  English,  Ja  17,  My  25 
Business  Law,  Ja  16,  My  33 
General  Business,  Ja  19,  My  24 
Office  and  Clerical  Practice,  Ja 
22,  My  26 

Salesmanship,  Ja  20,  My  31 
Secretarial  Practice,  My  32 
Shorthand,  S  33,  O  42,  N  36, 
D  34,  F  40,  Mr  40,  Ap  42, 
My  37 

See  also  OGA  Test  Keys 
Textiles  Can  Challenge  Their 
Imagination,  Mr  22 
"Thank  You  for  Calling  . . Ja  38 


They  Learned  Bookkeeping  the 
"Easy  Way,"  Mr  20 
This  Business  of  Degrees,  Jn  37 
This  is  Monroe's  "Rhythmatic 
Touch,"  Mr  41 

Thistlethwaite,  R.  L.,  Semester 
Tests  in  Bookkeeping,  Ja  18, 
My  30 

Through  the  Camera  Eye,  S  55, 

O  59,  N  55,  Ja  41,  My  55 
Three  Aspects  of  the  Recruitment 
Question,  Jn  37,  38 
Timm,  Gerald  L.,  Put  Your  Fastest 
Writers  on  Tapes,  My  15 
Today's  Secretary  Dictation  Tran¬ 
script,  5  44,  O  47,  N  41,  D  38, 
Ja  37,  F  43,  Mr  50,  Ap  45,  My 
45,  Jn  43 

Tooley,  James  t..  Medical  Short¬ 
hand  and  Terminology,  5  34 
Touch  of  Immortality,  A,  Jn  16 
Train  Your  Students  to  Find  Their 
Own  Errors,  F  30 
Training  on  Office  Machines  Helps 
Accounting  Students,  Ap  19 
Transcription,  S  4;  O  19;  N  18; 

D  22;  Ja  28;  F  16,  17,  31; 
Ap  26 

Transcription  Stenoguides,  F  16 
Try  Borrowing  a  Few  Techniques 
from  Jazz,  O  36 

Try  Running  a  Student  Supply 
Store,  D  18 

TV  camera  monitors  study  hall, 
Ap  49 

TV  college-credit  courses,  Ap  49 
TV  no  solution  to  crowded  class¬ 
rooms,  5  49 

"Typewriter  in  Business"  (Rem¬ 
ington  Rand  film),  Mr  14 
Typewriting: 

Alphabet  drills,  Mr  11 
Bibliography,  O  29 
"Call-the-Throw"  drills,  Mr  1 1 
Correct  posture,  Jn  41 
Drills,  Mr  1 1 

Electrics  vs.  manuols,  Ap  50 
Evaluate  Your  Own  Typewriting 
Teaching  Methods,  D  31 
Evaluative  Criteria,  5  19 
Faulty  techniques,  F  39 
Football  scoring  for  timed- 
writing  practice,  N  4 
Grading,  5  24;  N  4,  6;  Ja  4; 
Ap  8 

How  to  Create  Turmoil  in  Typ¬ 
ing,  F  1 8 

How  to  Drill  on  Double  Letters, 
F  26 

How  to  Run  a  Typewriting  Con¬ 
test,  O  30 

How  Young  is  "Too  Young  to 
Type"?  Ap  34 


Learning  Correct  Date-Writing 
through  Typing,  Mr  33 
Lesson  planning,  D  8 
Location  drills,  Mr  11 
Mailing  lists,  Jn  8 
Motion  pictures,  Mr  14 
Our  Customers  Don't  Pardon 
Typing  Errors,  My  16 
5hort  timed  writings,  Mr  11,44 
Simple  Typing  Projects  Stimulate 
Beginners,  Ap  36 
Skill  building,  Ja  47 
Smead  typing  tests  (straight 
and  rough  draft),  Jn  41 
Teach  Tabulation  by  Reasoning, 
Mr  38 

Teaching  Aids,  5  43,  O  45,  D 
37,  Ja  35,  F  39,  Ap  41,  Jn  41 
Teaching  Punctuation  through 
Typing,  Mr  33 

Teaching  Typewriting  through 
Television,  Ja  45 
Timed-Writing  Relays,  N  4 
Train  Your  Students  to  Find 
Their  Own  Errors,  F  30 
Typewriter  control  unit  for  palsy 
victims.  My  6 
Typewriter  history,  O  45 
Uses  and  Abuses  of  Timed 
Writings,  S  22 
Varityping,  My  35 
What  We  Know  about  Junior- 
High  Typing,  O  27 
Why  Do  We  Avoid  the  Teaching 
of  Erasing?  A  25 

Ulrich,  florence  £.,  Don't  Overlook 
Motivation  Devices,  Ja  25;  Make 
Correct  Style  a  Habit,  O  33 
"Unwritten"  Letter  to  the  Editor, 
An,  Ap  25 

U.S.  Commissioner  popular  choice, 
F  49 

Use  of  the  Library:  A  Unit  for 
Students,  Ap  35 

Uses  and  Abuses  of  Timed  Wrif- 
ings,  S  22 

Using  a  Schedule  of  Experiences 
in  D.  E.,  Ap  21 

Von  Der  Jagt,  Ruth,  Comparing 
Electric  Typewriters,  Ja  7 
Visual  aids,  O  53 

Ward,  Rosalie  J.,  Let  Your  Stu¬ 
dents  Visit  an  Office  for  a  Day, 
D  14 

Warmke,  Roman  f..  Using  a  Sched¬ 
ule  of  Experiences,  in  D.  E., 
Ap  21 

Waterrrtan,  Helen,  Dateline:  Holly¬ 
wood,  O  47 


We  "Pay"  Bookkeeping  Students 
to  Attend  Class,  F  24 
We  Teachers  Should  Know  Psychi¬ 
atry,  D  11 

Weitx,  Audrey  A.,  and  Boman, 
Clara,  We're  Solving  the  Prob¬ 
lem  of  Dropouts,  D  19 
We're  Solving  the  Problem  of 
Dropouts,  D  19 

What  College  People  Can  Do  about 
the  business  teacher  shortage, 

Jn  29-31 

What  the  High  School  Teacher 
Can  Do  about  the  business 
teacher  shortage,  Jn  24-28 
What  We  Know  about  Junior- 
High  Typing,  O  27 
What  You  Should  Know  about 
Integrated  Data  Processing,  Mr 
26 

White,  Jane  F.,  Miss  Do  and  Miss 
Don't,  My  19;  Teoching  Aids, 

S  43,  O  45,  N  39,  D  37,  Ja  35, 

F  39,  Mr  47,  Ap  41,  My  43,  Jn 
41 

Who  Will  Succeed  in  Business 
Arithmetic?  S  20 
Who's  Teaching  Money  Manage¬ 
ment?  N  32 

Why  Are  So  Many  Job  Applicants 
Rejected?  Mr  19 

Why  Construct  Grophs  without 
Interpreting  Them?  Ja  11 
Why  De  We  Avoid  the  Teaching 
of  Erasing?  S  25 
Why  the  Teacher  Shortage  is  a 
Growing  Problem,  Jn  36 
Wiggin,  N.  C.,  Our  Customers 
Don't  Pardon  Typing  Errors,  My 
16 

Will  Offices  Ever  Install  Adjust¬ 
able  Secretarial  Desks?  S  26 
Win  Recognition  for  Your  Depart¬ 
ment,  Mr  23 

Walter,  Anne,  The  Easy  Way,  Jn 
43 

Work  experience,  0  21,  N  49,  D 
18,  19 

Work,  Maxie  Lee,  Let's  Look  at 
Ourselves,  Jn  37 
Work-Study  Program,  Ap  22 

Yacyk,  Peter,  Pin  Wall  Street  on 
Flannel,  O  32 

Yarnell,  Lucy  Mae,  Something  to 
Remember,  N  41 

You  Can  Read  Faster  and  Better — 
S  37,  O  38,  N  25,  D  32 
You,  Too,  Can  Write!  Ap  47 
Your  Bank  Account,  O  10 

Zeimes,  Norbert,  Textiles  Can 
Challenge  Their  Imagination, 
Mr  22 


T 


